
APPLICATION FOR RECORDS DEPARTIlENTOFARCHIVE8ANo OFFICE OF mE SECRETARY OF STATE HISTo~ 
RECORDS MANAGEMENT DIVISION 

Jack L. Richardson Grants Admin is t ra to r  656-2441 
3. Action Reauested 

FOR AGENCY USE 
Application Oate 

Application Number 

a. 
b. 

d( E&blish Retention Schedule; record will mntinw to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. I 

1. mcy Address FOR RECORDS MANAGEMENT USE 
Georgia Department o f  Education Application Number 

89-093 O f f i c e  o f  Admin i s t ra t i ve  Services , 

F i s c a l  Services D i v i s i o n  

1570 Twin Towers East, At lanta,  GA. 30334 
Grants Management Sect ion N'ABTye" 1989 , ~ p p c o l m ~ m .  

c. Amend Application No. Checkone: 0 Change; 0 Supercede; 0 Void 
4. DatesofSaieS 
Earliest Latest 

Tile lfollowed by title used in office; if different1 

1986 I t o  date I C e r t i f i c a t e d  Personnel In fo rmat ion  Reports 
6. Division and O t f i  Funstion What is the function of the Division and the Office in which this record series i s  created? 

The Grants Management Sect ion,  a sec t i on  w i t h i n  t h e  F i s c a l  Services D iv i s ion ,  i s  au thor ized  
t o  coord inate the  admin i s t ra t i on  of educat ional  grants,  bo th  federal  and s ta te ,  between the  
Department o f  Education and l o c a l  u n i t s  o f  education, t o  p rov ide  systems and procedures 
serv ices and coord inate d e l i v e r y  o f  E l e c t r o n i c  Data Processing Services w i t h  the  Department 
o f  Admin i s t ra t i ve  Services. Grants Management a l so  i s  charged w i t h  the  r e s p o n s i b i l i t y  o f  
con t rac t  development, rev iew and approval o f  con t rac ts  and main ta in ing  a c e n t r a l i z e d  f i l e  
f o r  a l l  con t rac ts  t h a t  have a monetary cons idera t ion  executed by the  Sta te  Board o f  Educatic 

7. Record Series Description This f i le contains the following documents limlude form numbersand titles, ifanyl: 
Attach samples of the file. 

Documentsrelatingto: Gather ing o f  s t a t i s t i c a l  in format ion- f rom l o c a l  educat ional  agencies 
f o r  teacher sa la r i es ,  teaching c e r t i f i c a t e s ,  teaching experience, teaching f i e l d s ,  
and in fo rma t ion  r e l a t e d  t o  Chapter I ,  JTPA, Migran t  Education, and fund ing  o the r  than QBE. 
Indudedare: Various EDP Reports as per  a t tached l i s t i n g  
Copies o f  t h e  repo r t s  as d i s t r i b u t e d  as fo l l ows :  

1. Sta te  O f f i c e  Record Copy 
2. 
3. 
4. Teacher C e r t i f i c a t i o n  Copy 
5. 

Local  Schools Copy (maintained by Local Super in tendent 's  O f f i c e )  
Local Schools Work Copy ( re tu rned t o  S ta te  O f f i c e  w i t h  co r rec t i ons )  

F i l e  Copy (forwarded t o  t h e  Regional Education Services D i v i s i o n )  

FileisarraWd: Chrono log ica l l y  by F i s c a l  year,  thereunder numer ica l l y  by SYSTEM NUMBER 

8. Monthly Rderenm Rm How often are records referred to which are: - -  
One to six months old 300 ; Seven to twelve months old 150 ; Thirteen to twenty-four months old None ; 

twenty-five months and older None ? 
9. Annual Rak of Accumulation of Records 

Letter-rize drawers 10 ; Legalsize drawers ;Shelves ; O i k  lsoecirvl 
Tota l  Current  Accumulation: 35 Cubic Feet 1 

AR-5&71: Rly.76 . .lo-) . 

~~ ~- --== - 



I re> I NU 1 IU. uuenmnnaire w l a e  an "x" in the proper column) 
a. Is this the official copy of the series? 

wmation mntain 

11. Retention R e q u i n m s  The following requires the series to be kept: 

years. d. Audit period * -  years. 
b. Statute of limitation years. e. Administrative need a 4  years. 
c. Federal law years. f. Federal retention instructions years. 

a. State Law 0 
i 

Attach copy or exert of laws or regulations. Explain administrative need. 

**See Attachment** 

12 Approved Dimsition Instructions This agency recommends that the file series be cut off at  the end of each: 
0 Calendar Year; 0 Fiscal Year; 0 Other then, 

0 Hold in the current files area month(s) yearb); then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other ISpcify) 

yeark); then 
yeark.); then 

**See Attachment** 

These instructions apply to al l  prior and future accumulations of the sries. 



__--I-.-...- -- 
ATTACHMENT 
Georgia Department o f  Education 
Records Retent ion Schedu 1 e 
Grants Management Sect ion 
C e r t i f i c a t e d  Personnel I n f m a t i o n  Reports 

REPORT NUMBER 

EDSI 1000-R1 (Work Copy) 

EDSI 1000-R1 (Sta te  O f f i c e  Copy) 

EDSI  1000-R1 ( C e r t i f i c a t i o n  Copy) 

EDSI  1000-R1 ( F i l e  Copy) 

EDSI 1000-R2 (Sumnary Only) 

ESDI 1000-R3 (Alphabet ic  by System) 

EDSI 1000-R5 (Non-Cer t i f i ca ted  Personnel, 
Dur ing School Year) 

EDSI 1000-R6 (Non-Cer t i f i ca ted  Personnel, 
End o f  School Year) 

DISPOSITION INSTRUCTIONS 

Hold Star tup,  I n t e r i m  1, I n t e r i m  2 
and I n t e r i m  3 Reports i n  Current  F i l e s  
Area u n t i l  end o f  c u r r e n t  F i s c a l  Year; 
then t r a n s f e r  t o  S ta te  Records Center; 
Hold f o r  One Year; then destroy.  

Hold Star tup,  I n t e r i m  1, I n t e r i m  2 
and I n t e r i m  3 Reports i n  Current  F i l e s  
Area u n t i l  end o f  c u r r e n t  F i s c a l  Year; 
Destroy when superceded, obsolete o r  
no longer  needed f o r  reference. 

Hold c u r r e n t  I n t e r i m  Report i n  Current  
F i l e s  Area; Destroy when superceded, 
obsolete o r  no longer  needed f o r  
reference. 

Forward t o  Regional Education Services 
D iv i s ion ;  des t roy  when superceded, 
obsolete o r  no longer  needed f o r  
re ference.  

Hold Star tup,  I n t e r i m  1, I n t e r i m  2 
and I n t e r i m  3 Reports i n  Current  F i l e s  
Area u n t i l  end o f  c u r r e n t  F i s c a l  Year; 
then t r a n s f e r  t o  S ta te  Records Center; 
ho ld  f o r  One Year; then destroy.  

Hold Star tup,  I n t e r i m  1, I n t e r i m  2 
and I n t e r i m  3 Reports i n  Current  F i l e s  
Area u n t i l  end o f  c u r r e n t  F i s c a l  Year; 
des t roy  when superceded, obsolete o r  
no longer  needed f o r  reference. 

Hold Star tup,  I n t e r i m  1 and I n t e r i m  2 
Reports i n  Current  F i l e s  
Area u n t i l  end o f  c u r r e n t  F i s c a l  Year; 
des t roy  when superceded, obsolete o r  
no longer  needed f o r  re ference.  

Hold I n t e r i m  3 and Conf i rmat ion Reports 
i n  Current  F i l e s  Area u n t i l  end o f  
c u r r e n t  F i sca l  Year; des t roy  when 
superceded, obsolete o r  no longer  
needed f o r  reference. 



ATTACHMENT (Page 2) 
Georgia Department o f  Education 
Records Retent ion Schedule 
Grants Management Sect ion 
C e r t i f i c a t e d  Personnel In fo rmat ion  Reports 

REPORT NUMBER DISPOSITION INSTRUCTIONS 

EDSI 1000-R7 (Secondary Funded, By System} Hold Startup, I n t e r i m  1, I n t e r i m  2 
and I n t e r i m  3 Reports i n  Current  F i l e s  
Area u n t i l  end o f  c u r r e n t  F i s c a l  Year; 
des t roy  when superceded, obsolete 
o r  no longer  needed f o r  re ference.  

Hold Star tup,  I n t e r i m  1, I n t e r i m  2 
and I n t e r i m  3 Reports i n  Current  F i l e s  
Area u n t i l  end o f  c u r r e n t  F i s c a l  Year; 
des t roy  when superceded, obsolete 
o r  no longer  needed f o r  reference. 

EDSI 1000-R8 (Secondary Funded, By Fund 
Code) 

CONFIRMATION COPIES 

EDSI 1000-R1 (Sta te  O f f i c e  Copy) Hold i n  Current  F i l e s  Area f o r  t h ree  
years; t r a n s f e r  t o  S ta te  Records Center; 
h o l d  f o r  t h r e e  years; then destroy. 

EDSI  1000-R2 (Summary Only) Hold i n  Current  F i l e s  Area f o r  t h ree  
years; t r a n s f e r  t o  S ta te  Records Center; 
h o l d  f o r  t h ree  years; then destroy.  

EDSI 1000-R3 (Alphabet ic  by System) Hold i n  Current  F i l e s  Area f o r  two 
years; then t r a n s f e r  t o  S ta te  Archives 
f o r  permanent re ten t i on .  

Ho ld  i n  Current  F i l e s  Area f o r  two 
years; then t r a n s f e r  t o  S ta te  Archives 
f o r  permanent re ten t i on .  

Hold i n  Current  F i l e s  Area f o r  two 
years; then t r a n s f e r  t o  S ta te  Records 
Center; ho ld  f o r  f o u r  years; then 
destroy.  

Ho ld  i n  Current  F i l e s  Area f o r  two 
years; t r a n s f e r  t o  S ta te  Records 
Center; ho ld  f o r  f o u r  years, then 
destroy.  

Hold i n  Current  F i l e s  Area f o r  two 

Center; ho ld  f o r  f o u r  years; then 
destroy.  

Hold i n  Current  F i l e s  Area f o r  two 
years; then t r a n s f e r  t o  S ta te  Records 
Center; ho ld  f o r  f o u r  years; then 
destroy.  

EDSI 1000-R4 (Alphabet ic  by State)  

EDSI 1000-R7 (Secondary Funded, by System) 

EDSI 1000-R8 (Secondary Funded, by 
Fund Code) 

EDSI  231-R1 (Certif icatedPersonnel Tabulated 
by C e r t i f i c a t e  Level and years; then t r a n s f e r  t o  S ta te  Records 
Experience Reported) 

EDSI 237-R1 (Average Age o f  Teachers) 



ATTACHMENT (Page 3)  
Georgia Department o f  Education 
Records Retent ion Schedule 
Grants Management Sect ion 
C e r t i f i c a t e d  Personnel In fo rmat ion  Reports 

REPORT NUMBER DISPOSITIONS INSTRUCTIONS 

EDSI 239-R1 (Tabu la t ion  o f  C e r t i f i c a t e d  Hold i n  Current  F i l e s  Area f o r  one 

Services Sect ion r e t a i n s  a record  
copy of t h i s  r e p o r t  permanently. 
(Schedule 82-93-A, Approved: 1/19/83) 

Hold i n  Current  F i l e s  Area f o r  one 

Services Sect ion r e t a i n s  a record  

(Schedule 82-93-A, Approved: 1/19/83) 

I n s t r u c t i o n a l  Personnel year; then destroy.  The S t a t i s t i c a l  
Assigned t o  Schools; by 
Schools and Grade Level )  

EDSI 239-R2 (Tabu la t ion  o f  C e r t i f i c a t e d  
I n s t r u c t i o n a l  Personnel year; then destroy.  The S t a t i s t i c a l  
Assigned t o  Schools; 
C e r t i f i c a t e d  Levels by System) copy of t h i s  r e p o r t  permanently. 


